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1.0 PURPOSE AND SCOPE

This procedure describes the process for selection and approval of suppliers of materials. Whenever there is a proposed change to a critical material supplier, the supplier must go through a formal qualification process to determine their suitability. 

2.0 REFERENCES / DOCUMENTS

	Insert list of referenced documents here

	


3.0 DEFINITIONS

	Insert list of referenced terms and acronyms here


4.0 RESPONSIBILITIES

Production Manager

· Evaluate suitability of new suppliers.

Quality Nominee

· Evaluate suitability of new suppliers.

· Once approved, add suppliers onto the Approved Supplier Register.

5.0 EQUIPMENT & MATERIALS

N/A

6.0 PROCEDURE

6.1
Suppliers of materials
6.1.1
Selection of suppliers

Choose suppliers based on the following criteria:

· Evidence of correct handling, storage and transport of materials e.g.:
· Accredited facilities/processes e.g. ISO, NATA, TGA etc

· Validated storage and/or shipping processes
· Commitment to customer service and technical support

· Ability to deliver a quality product, on time and at a reasonable cost
6.1.2
Consideration of secondary suppliers
For critical materials that are hard to source or have long delivery lead-times, a secondary supplier should be considered. The same set of acceptance criteria should be applied when selecting and approving the secondary suppliers.
6.2
Approval of Suppliers
6.2.1
Prior to approval of a supplier of a critical material(s) they must be subject to an initial evaluation.
6.2.1.1 The Supplier Evaluation Form must be sent to the supplier, completed and returned along with any supporting evidence requested e.g. evidence of certification/accreditation.

6.2.1.2 The completed form must be evaluated by the Production Manager and Quality Nominee.
6.2.1.3 Depending on the answers provided, some follow-up may be required for example, by phone or on-site visit. 

6.2.1.4 If the supplier is approved, the Quality Nominee must add the details into the Approved Supplier Register.

6.2.1.5 Once the supplier has been approved, critical materials may be sourced through the supplier.
6.3
Review of Supplier Performance

6.3.1
Evaluate supplier performance based on the selection criteria from section 6.1.1.

6.3.1.1 This should include a review of the supplier’s history of:
· Delivery performance

· Responses to queries and technical support

6.3.2
Any performance issues based on the service provided by a supplier must be documented in the relevant ‘Comments’ field on the Approved Supplier Register. 

6.3.1.2 Supplier performance must be monitored by this process and a review must be performed as per the Management Review process.

7.0 CHANGE SUMMARY

	


8.0 END OF DOCUMENT
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